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Section 1 - Governing Principles of Employment 

1-1 Welcome Statement 
 
For those of you who are commencing employment with TexAmericas Center, on 
behalf of TexAmericas Center, let me extend a warm and sincere welcome. We hope 
you will enjoy your work here. We are glad to have you with us. 

For those of you, who have been with us, thank you for your past and continued 
service. 

I extend to you my personal best wishes for your success and happiness here at 
TexAmericas Center. We understand that it is our employees who provide the 
services that our customers rely upon, and who will grow and enable us to create new 
opportunities in the years to come. 

 
Bill Cork, Executive Director/CEO 

1-2 Equal Employment Opportunity 
 
TexAmericas Center is an Equal Opportunity Employer that does not discriminate on 
the basis of actual or perceived race, creed, color, religion, national origin, ancestry, 
age, disability or handicap, sex, marital status, veteran status, sexual orientation, or 
any other characteristic protected by applicable federal, state or local laws. Our 
management team is dedicated to this policy with respect to recruitment, hiring, 
placement, promotion, transfer, training, compensation, benefits, employee activities 
and general treatment during employment. 

TexAmericas Center will endeavor to make a reasonable accommodation to the 
known physical or mental limitations of qualified employees with disabilities unless 
the accommodation would impose an undue hardship on the operation of our 
business. If you need assistance to perform your job duties because of a physical or 
mental condition, please let the Executive Director/CEO know. 

TexAmericas Center will endeavor to accommodate the sincere religious beliefs of its 
employees to the extent such accommodation does not pose an undue hardship on 
TexAmericas Center’s operations. If you wish to request such an accommodation, 
please speak to the Executive Director/CEO. 
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Any employees with questions or concerns about equal employment opportunities in 
the workplace are encouraged to bring these issues to the attention of the Executive 
Director/CEO. TexAmericas Center will not allow any form of retaliation against 
individuals who raise issues of equal employment opportunity. To ensure our 
workplace is free of artificial barriers, violation of this policy will lead to discipline, up 
to and including discharge. 

1-3 Non-Harassment 

 
It is TexAmericas Center’s policy to prohibit intentional and unintentional harassment 
of any individual by another person on the basis of any protected classification 
including, but not limited to, race, color, national origin, disability, religion, marital 
status, sexual orientation or age. The purpose of this policy is not to regulate our 
employees’ personal morality, but to ensure that in the workplace, no one harasses 
another individual. 

If you feel that you have been subjected to conduct which violates this policy, you 
should immediately report the matter to your Supervisor. If you are unable for any 
reason to contact this person, or if you have not received a satisfactory response 
within five (5) business days after reporting any incident of what you perceive to be 
harassment, please contact the Executive Director/CEO. Every report of perceived 
harassment will be fully investigated and corrective action will be taken where 
appropriate. Violation of this policy will result in disciplinary action, up to and 
including discharge. All complaints will be kept confidential to the extent possible, but 
confidentiality cannot be guaranteed. In addition, TexAmericas Center will not allow 
any form of retaliation against individuals who report unwelcome conduct to 
management or who cooperate in the investigations of such reports in accordance 
with this policy. Employees who make complaints in bad faith may be subject to 
disciplinary action, up to and including discharge. 

1-4 Sexual Harassment 

 
It is TexAmericas Center’s policy to prohibit harassment of any employee by any 
Supervisor, employee, customer or vendor on the basis of sex or gender. The purpose 
of this policy is not to regulate personal morality within TexAmericas Center. It is to 
ensure that all TexAmericas Center employees are free from sexual harassment. 
While it is not easy to define precisely what types of conduct could constitute sexual 
harassment, examples of prohibited behavior include unwelcome sexual advances, 
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requests for sexual favors, obscene gestures, displaying sexually graphic magazines, 
calendars or posters, sending sexually explicit e-mails, text messages and other verbal 
or physical conduct of a sexual nature, such as uninvited touching of a sexual nature 
or sexually related comments. Depending upon the circumstances, improper conduct 
also can include sexual joking, vulgar or offensive conversation or jokes, commenting 
about an employee’s physical appearance, conversation about your own or someone 
else’s sex life, or teasing or other conduct directed toward a person because of his or 
her gender which is sufficiently severe or pervasive to create an unprofessional and 
hostile working environment. 

If you feel that you have been subjected to conduct which violates this policy, you 
should immediately report the matter to your Supervisor. If you are unable for any 
reason to contact this person, or if you have not received a satisfactory response 
within five (5) business days after reporting any incident of what you perceive to be 
harassment, please contact Executive Director/CEO. Every report of perceived 
harassment will be fully investigated and corrective action will be taken where 
appropriate. Violation of this policy will result in disciplinary action, up to and 
including discharge. All complaints will be kept confidential to the extent possible, but 
confidentiality cannot be guaranteed. In addition, TexAmericas Center will not allow 
any form of retaliation against individuals who report unwelcome conduct to 
management or who cooperate in the investigations of such reports in accordance 
with this policy. Employees who make complaints in bad faith may be subject to 
disciplinary action, up to and including discharge. 

1-5 Drug and Alcohol-Free Workplace 

 
To help ensure a safe, healthy and productive work environment for our employees 
and others, to protect TexAmericas Center property, and to ensure efficient 
operations, TexAmericas Center has adopted a policy of maintaining a workplace free 
of drugs and alcohol. This policy applies to all employees and other individuals who 
perform work for TexAmericas Center. 

The unlawful or unauthorized use, abuse, solicitation, theft, possession, transfer, 
purchase, sale or distribution of controlled substances, drug paraphernalia or alcohol 
by an individual anywhere on TexAmericas Center premises, while on TexAmericas 
Center business (whether or not on TexAmericas Center premises) or while 
representing TexAmericas Center, is strictly prohibited. Employees and other 
individuals who work for TexAmericas Center also are prohibited from reporting to 
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work or working while they are using or under the influence of alcohol or any 
controlled substances, except when the use is pursuant to a licensed medical 
practitioner’s instructions and the licensed medical practitioner authorized the 
employee or individual to report to work. 

Employees must notify TexAmericas Center within five calendar days if they are 
convicted of a criminal drug violation in the workplace. Such employees will be 
subject to discipline up to and including discharge. 

Violation of this policy will result in disciplinary action, up to and including discharge. 

TexAmericas Center maintains a policy of non-discrimination and will endeavor to 
make reasonable accommodations to assist individuals recovering from substance 
and alcohol dependencies, and those who have a medical history which reflects 
treatment for substance abuse conditions. We encourage employees to seek 
assistance before their substance abuse or alcohol misuse renders them unable to 
perform the essential functions of their jobs, or jeopardizes the health and safety of 
any TexAmericas Center employee, including themselves. 

At the direction of the Executive Director/CEO, employees may be subject to random 
drug screening/tests. 

1-6 Workplace Violence 

 
TexAmericas Center is strongly committed to providing a safe workplace. The purpose 
of this policy is to minimize the risk of personal injury to employees and damage to 
TexAmericas Center and personal property. 

We do not expect you to become an expert in psychology or to physically subdue a 
threatening or violent individual. Indeed, we specifically discourage you from 
engaging in any physical confrontation with a violent or potentially violent individual. 
However, we do expect and encourage you to exercise reasonable judgment in 
identifying potentially dangerous situations. 

Experts in the mental health profession state that prior to engaging in acts of 
violence, troubled individuals often exhibit one or more of the following behaviors or 
signs: over-resentment, anger and hostility; extreme agitation; making ominous 
threats such as bad things will happen to a particular person, or a catastrophic event 
will occur; sudden and significant decline in work performance; irresponsible, 
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irrational, intimidating, aggressive or otherwise inappropriate behavior; reacting to 
questions with an antagonistic or overtly negative attitude; discussing weapons and 
their use, and/or brandishing weapons in the workplace; overreacting or reacting 
harshly to changes in TexAmericas Center policies and procedures; personality 
conflicts with co-workers; obsession or preoccupation with a co-worker or Supervisor; 
attempts to sabotage the work or equipment of a co-worker; blaming others for 
mistakes and circumstances; demonstrating a propensity to behave and react 
irrationally 

Prohibited Conduct 

Threats, threatening language or any other acts of aggression or violence made 
toward or by any TexAmericas Center employee WILL NOT BE TOLERATED. For 
purposes of this policy, a threat includes any verbal or physical harassment or abuse, 
any attempt at intimidating or instilling fear in others, menacing gestures, flashing of 
weapons, stalking or any other hostile, aggressive, injurious or destructive action 
undertaken for the purpose of domination or intimidation. To the extent permitted by 
law, employees are prohibited from carrying weapons onto TexAmericas Center 
premises. 

Procedures for Reporting a Threat 

All potentially dangerous situations, including threats by co-workers, should be 
reported immediately to any member of management with whom you feel 
comfortable. Reports of threats may be maintained confidential to the extent 
maintaining confidentiality does not impede our ability to investigate and respond to 
the complaints. All threats will be promptly investigated. No employee will be 
subjected to retaliation, intimidation or disciplinary action as a result of reporting a 
threat in good faith under this policy. 

If TexAmericas Center determines, after an appropriate good faith investigation, that 
someone has violated this policy, TexAmericas Center will take swift and appropriate 
corrective action. 

If you are the recipient of a threat made by an outside party, please follow the steps 
detailed in this section. It is important for us to be aware of any potential danger in 
our offices. Indeed, we want to take effective measures to protect everyone from the 
threat of a violent act by an employee or by anyone else.  
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Section 2 – About TexAmericas Center 

2-1 General Information 

TexAmericas Center is established as an authority and political subdivision of the 
State of Texas in accordance with Chapter 3503, Texas Special District Local Laws 
Code.  Resolutions by the County of Bowie and area municipalities authorized 
TexAmericas Center’s establishment. 
 
TexAmericas Center is a public organization.  Its employees must adhere to high 
standards of public service that emphasize professionalism, courtesy, and avoidance 
of even the appearance of illegal or unethical conduct at all times.  Employees are 
required to give a full day’s work, to carry out efficiently the work items assigned as 
their responsibility, and to do their parts in maintaining good relationships with the 
public, their Supervisors, and other member government employees and officials. 

TexAmericas Center is required by State Law to be composed of fifteen members: 
 

• three members appointed by the Texarkana, TX City Council 
• two members appointed by the County Judge of Bowie County 
• one member appointed by the Bowie County Commissioners Court 
• one member appointed by  the Mayor of Redwater  
• one member appointed by the Mayor of Maud 
• one member appointed by the Mayor of Nash 
• one member appointed by the Mayor of Wake Village 
• one member appointed by the Mayor of New Boston 
• one member appointed by the Mayor of Hooks 
• one member appointed by the Mayor of Leary 
• one member appointed by the Mayor of DeKalb 
• one member appointed by the Mayor of Redlick 

 

As a governmental unit, TexAmericas Center was created to accept title, on approval 
by and in coordination with the governor, from the United States to all or any portion 
of the real, personal, and mixed property situated within the surplus property of Red 
River Army Depot. 
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2-2 Mission Statement 

To generate quality enterprises and activities that ensures the long-term economic 
stability of Northeast Texas. 

2-3 TexAmericas Center Strategic Plan Goals 

• Create jobs that exceed the 800 jobs lost through base closure (avoid job 
shifting for “0” net gain) 

• Raise skill and average income levels for jobs created 
• Maximize education opportunities to create a skilled labor force 
• Develop revenue and support to administer and maintain the facility 
• Ensure that reuses are compatible with the highest community goals, standards 

and adjacent land uses 
• Confirm that all interim uses have long-term capability 
• Assure that all Federal environmental clean-up responsibilities are met 
• Maintain maximum Federal participation in post-closure base maintenance 

responsibilities 
• Ensure maximum opportunity for citizen involvement and participation in base 

redevelopment 
• Guarantee that all real and personal property needed for redevelopment is 

retained 
• Create a redevelopment plan that prioritizes early phase-out lease 

opportunities and is a dynamic plan that allows maximum flexibility 
• Establish a proactive marketing program that targets specific economic 

development opportunities 

2-4 Authority 

The Board of Directors of TexAmericas Center establishes these policies and any 
amendments, revisions, or additions to the policies must be approved by the Board.  
TexAmericas Center specifically reserves the right to change, modify, alter, or 
eliminate any policy at any time, with or without notice.  The Executive Director/CEO 
may issue oral or written interpretations or clarifications of the policies. 
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These policies completely replace and supersede any and all personnel policies 
previously adopted, individually or as a set of policies, by TexAmericas Center or 
predecessor Boards. 

2-5 Severability 

The provisions of these policies are severable, and if any provisions or part of a 
provision is held invalid, illegal, or unenforceable, this shall not affect the validity of 
the remaining provisions or parts of provisions which shall remain in force and effect. 

2-6 Purpose 

These policies set forth the primary rules governing employment with TexAmericas 
Center and are intended to inform employees of the benefits and obligations of 
employment.  They have been prepared and adopted in order to promote consistent, 
equitable, and effective practices by both employees and Supervisors.  They do not 
and are not intended to create any type of contract of employment between 
TexAmericas Center and any employee. 

2-7 Applicability of Personnel Policies 

These personnel policies apply equally to all employees unless a class of employees is 
specifically exempted by these policies or by written agreement with TexAmericas 
Center. 

In cases where federal or state laws or regulations supersede local policy for specific 
groups of employees, such laws or regulations will substitute for these personnel 
policies only insofar as necessary for compliance. 

Compliance with these policies is not optional.  Failure to comply or follow these 
policies may subject an employee to disciplinary action, up to and including 
termination.  

 

2-8 Dissemination of Personnel Policies 

The Executive Director/CEO maintains the official set of the personnel policies with all 
revisions for reference by employees.  In addition, the Executive Director/CEO will 
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provide a complete copy of this manual and copies of all subsequent revisions to each 
TexAmericas Center staff member, who is responsible for notifying employees of 
policy changes and making the updated manual available to employees.  If a question 
arises about a particular policy, the official set of policies maintained by the Executive 
Director/CEO should be consulted and shall control. 

Employees are required to adhere to the rules and regulations stated herein.  Within 
two weeks of employment, every employee is required to sign an acknowledgment of 
having read and understood the Personnel Policies Manual and the policies contained 
in it.  

2-9 Affirmative Action 

TexAmericas Center will take affirmative action to see that applicants are employed, 
and employees are treated equally during their employment, without discrimination 
based on race, age, religion, color, disability, national origin, or sex.  In addition, 
TexAmericas Center will seek actively to include qualified members of minority groups 
in applicant pools. 

2-10 Changes to Policies and Employee Suggestions 

These personnel policies may be amended or revised or new policies may be added, 
at any time, with or without notice, upon the approval of TexAmericas Center Board 
of Directors. 

Employees are encouraged to make constructive suggestions for improvements in 
these policies or in work procedures or conditions.  Any employee who wishes to 
suggest a personnel policy change should submit his or her suggestion(s) to the 
Executive Director/CEO who may forward the information to the governing body, 
where appropriate, along with the rationale for making the change.  Employees are 
responsible for maintaining current knowledge and understanding of all personnel 
policy changes and for requesting clarification or assistance when needed. 

2-11 Approved Position Descriptions 

The by-laws state TexAmericas Center may employ such full or part-time employees 
as need to carry out the programs of TexAmericas Center, provided however, that 
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such positions have been approved by the board.  The following positions have been 
approved by the TexAmericas Center Board of Directors: 

Approved Position Name    Number Approved 

Executive Director/CEO      1 

Deputy Director/COO      1 

Vice President of Operations     1 

Executive Assistant - Office Manager    1 

Controller        1 

Staff Accountant       1 

Vice President of Public and Business Engagement  1 

Director of Engineering      1 

Engineering Technician      2 

Engineering Technician (part-time)    1 

Director of Environmental/Safety/Occupational Health 1 

Manager of Forestry and Hunting    1 

Personal Property Manager     1 

Personal Property Assistant     1 

Manager Purchasing/Contracts/Construction Support 1 

Administrative Assistant      2 

Water/Wastewater Systems Manager    1 

WWTP Supervisor       1 

WWTPOII        1 
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WWTPOI        2 

Water/Wastewater Systems Operator    2 

WTPO II        3 

WTPOI        1 

Utility Systems Maintenance Supervisor   1 

Maintenance Tech       3 

Equipment Operator/Laborer     1 

Licensed Electrician/Instrumentation    1 

Laborer         3 

Demolition/Abatement Supervisor    1 

Demolition/Abatement Worker     4 

Custodian/Janitor (part-time)     1 

All approved positions may or may not be filled, may be filled by temporary labor, or 
may be substituted through consultant or contract work as approved by the Board of 
Directors. 

Approved job descriptions are at the end of the Policies Procedure Manual. 

Section 3 – Employment Practices 

3-1 Responsible Agent for Appointment 

The Executive Director/CEO is the chief administrative officer and is responsible for 
the selection and length of tenure of all employees of TexAmericas Center within the 
limits of these policies and the overall comprehensive budget.  Other Supervisors may 
be asked for recommendations as appropriate.  All selection decisions will include a 
review by the Executive Director/CEO of the policies and procedures followed in the 
search and selection. 
 



 

19 

3-2 Methods of Recruitment and Selection 

TexAmericas Center has three methods of filling vacancies; (1) promotion from 
within; (2) lateral transfer from within; or (3) public announcement and competitive 
consideration of external and internal applications for employment.  The Executive 
Director/CEO determines the method to be used in filling each vacancy. 
 

3-3 Public Announcements 

The Executive Director/CEO in the manner most appropriate for the particular 
position being filled disseminates public announcements of position openings for 
which there will be competitive consideration. 
 

3-4 Qualifications 

The Executive Director/CEO establishes the minimum required knowledge, skills, and 
abilities for each staff position and the acceptable levels of experience and training 
for each. 
 

3-5 Selection 

Vacancies on TexAmericas Center staff are filled by promotion, transfer, or initial 
appointment, and on the basis of merit.  Selections are made only on the basis of 
occupational qualifications and job-related factors such as skill, knowledge, 
education, experience, and ability to perform the specific job. 
 

3-6 Age Requirements 

Persons under 18 years of age will not be employed in any full-time regular position.  
Legal reference: U.S. Age Discrimination in Employment Act of 1967, as amended. 
 

3-7 Application for Employment 

Each applicant for employment is required to submit an application and other 
pertinent information regarding training and experience.  The Executive Director/CEO, 
or his or her designee, shall make appropriate inquiries to verify the match between 
the applicant’s background and the position requirements.  
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It is the responsibility of the Executive Director/CEO or his or her designee to make 
appropriate checks to verify education, experience, character, and required 
certificates and skills of an applicant prior to appointment.  In the case of applicants 
for positions that require driving a vehicle or certified to operate certain equipment, 
the Executive Director/CEO or designee may check the prospective employee’s driving 
record and qualifications prior to offering the applicant employment with 
TexAmericas Center. 

3-8 Consideration of Current Employees 

In the case of any vacancies in the organization for which competitive internal 
applications will be accepted the Executive Director/CEO will notify employees and 
employees will be permitted to apply for any position for which they consider 
themselves qualified. 
 

3-9 Employment of Relatives (Nepotism) 

Nepotism is the showing of favoritism toward a relative.  The practice of nepotism in 
hiring personnel is forbidden. 
 
No person may be hired who is related within the second degree by affinity 
(marriage) or within the third degree by consanguinity (blood) to any member of the 
governing body, to the Executive Director/CEO, or to an employee who would 
supervise the person.  No person may continue in employment that is related to the 
Executive Director/CEO or a member of the Board in one of the prohibited degree. 
 
In addition, in the interest of effective management, no personnel action will be taken 
that would result in any employee supervising another employee who is related 
within the second degree of affinity or the third degree of consanguinity to the 
supervisory employee. 
 
In other cases such as personal relationships where a conflict or the potential for 
conflict arises, even if there is no supervisory relationship involved, the parties may 
be separated by reassignment or terminated from employment, at the discretion of 
TexAmericas Center. Accordingly, all parties to any type of intimate personal 
relationship must inform management. 
 
If two employees marry, become related, or enter into an intimate relationship, they 
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may not remain in a reporting relationship or in positions where one individual may 
affect the compensation or other terms or conditions of employment of the other 
individual. TexAmericas Center generally will attempt to identify other available 
positions, but if no alternate position is available, TexAmericas Center retains the 
right to decide which employee will remain with TexAmericas Center. 

3-10 Testing 

Tests administered for employment or promotion normally will be specifically job-
related tests (e.g., operating equipment, word processing, operating a computer, 
lifting something heavy required in the job, tabulating columns of numbers, or writing 
samples).  TexAmericas Center may conduct pre-employment qualification 
assessment testing for certain job positions.  The tests vary based on the 
qualifications for the particular position.  Reasonable accommodations will be made 
to applicants with a disability, if a request for such accommodation is made in 
advance of a test. 

3-11 Physical Standards 

Physical Examinations:  Applicants may be required to undergo a medical examination 
if they will be operating TexAmericas Center equipment or machines.  All applicants 
will be subject to urinalysis testing after a conditional offer of employment has been 
extended. 
 
Employee Medical Records:  Medical records relating to the medical condition, 
medical testing, or drug testing of an employee or a prospective employee are 
maintained separately from employee personnel files.  These medical files are kept in 
separate files with the master records file, are confidential, and are not released to 
anyone unless a “need to know” has been clearly established.  Only the Executive 
Director/CEO, Deputy Director, and the Office Manager have access to employee 
medical records. (Legal Reference: U.S. Americans with Disabilities Act of 1990.) 

3-12 Verification of Eligibility to Work 

In order to comply with the Immigration Reform and Control Act of 1986, each new 
employee is required to complete and sign an INS Form I-9 within three days of his or 
her first day of employment to provide proof of his or her identity and employment 
eligibility. 
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3-13 Driving Record 

Every employee who is required to drive a vehicle on TexAmericas Center business 
must maintain a safe driving record and a valid driver’s license.  For this reason, 
TexAmericas Center may check a prospective employee’s driving record prior to 
offering the applicant employment in a capacity that requires operating a vehicle, and 
may recheck an employee’s driving record as needed after employment in such a 
capacity. 

3-14 Disqualification 

An applicant is disqualified from employment by TexAmericas Center if he or she: 
(Legal reference:  V.T.C.A. Government Code, Title 4, Section 415.057; Federal 
Immigration Reform and Control Act of 1986.) 

• Does not meet the minimum qualifications for performance of the duties of the 
position involved 

• Knowingly has made a false statement on the application form 
• Has committed fraud during the selection process 
• Is not legally permitted to hold the position 
• Has offered or attempted to offer money, service, or any other thing of value to 

secure an advantage in the selection process 
• Is not able to perform the essential functions of the position, with or without 

reasonable accommodation, or 
• Has failed to produce within three days of employment original legal 

document(s) that establish identity and employment eligibility 
 

3-15 Orientation and Training 

Before an individual begins performing his or her actual duties, he or she will be given 
a brief orientation by the Supervisor for whom he or she will be working or by that 
person’s designated representative.  The purpose of the session is to enable a new 
employee to understand his or her job better and to understand the relationship of 
the job to the overall operation of TexAmericas Center.  During the orientation, 
employees will be given a copy of the Personnel Policies Manual.  It must be read 
within two weeks and the employee must sign a statement that they have read and 
understood the policies. 
 
Training an employee is the responsibility of the Supervisor for whom the employee 
works.  Whenever possible, employees receive on-the-job training under close 
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supervision. 

Section 4 - Operational Policies 

4-1 Employee Classifications 

For purposes of this handbook, all employees fall within one of the classifications 
below. 

Full-Time Employees - Employees who regularly work at least 40 hours per week who 
were not hired on a short-term basis. 

Part-Time Employees - Employees who regularly work fewer than 40 hours per week 
who were not hired on a short-term basis. 

Short-Term Employees - Employees who were hired for a specific short-term project, 
or on a short-term freelance, per diem or temporary basis. Short-Term Employees 
generally are not eligible for TexAmericas Center benefits, but are eligible to receive 
statutory benefits. 

In addition to the above classifications, employees are categorized as either “exempt” 
or “non-exempt” for purposes of federal and state wage and hour laws. Exempt 
employees do not receive overtime pay; they generally receive the same weekly 
salary regardless of hours worked. Such salary may be paid less frequently than 
weekly. You will be informed of your classifications upon hire and informed of any 
subsequent changes to your classifications. 

4-2 Trial Period 

The first three months of your employment is a probationary period. This is an 
opportunity for TexAmericas Center to evaluate your performance. It also is an 
opportunity for you to decide whether you are happy being employed by 
TexAmericas Center. TexAmericas Center may extend the probationary period if it 
desires. Completion of the probationary period does not alter an employee’s at-will 
status. 

TexAmericas Center will conduct a formal performance review at the end of the 
probationary period. 

4-3 Your Employment Records 

In order to obtain your position, you provided us with personal information, such as 
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your address and telephone number. This information is contained in your personnel 
file. 

Please keep your personnel file up to date by informing the Office Manager of any 
changes. Also, please inform the Office Manager of any specialized training or skills 
you may acquire in the future, as well as any changes to any required visas. 
Unreported changes of address, marital status, etc. can affect your withholding tax 
and benefit coverage. Further, an “out of date” emergency contact or an inability to 
reach you in a crisis could cause a severe health or safety risk or other significant 
problems. 

4-4 Personnel Files 

Personnel records are maintained by the Executive Director/CEO or his or her 
designee. 
 
Information in an employee’s personnel file is public information and must be 
disclosed upon request unless specific items are accepted from disclosure by law.  No 
information from any record placed in an employee’s file will be communicated to 
any person or organization except by the Executive Director/CEO or an employee 
authorized to do so by the Executive Director/CEO. 
 
Each employee may choose whether TexAmericas Center discloses the employee’s 
home address and telephone number to the public on request.  If a new employee 
does not request confidentiality within the first 14 days of employment, the home 
address and telephone number of file are considered public information.  However, 
employees may change their election for disclosure or confidentiality at any time.  A 
form for designating this information as confidential or public is available from the 
Executive Director/CEO.  (Legal reference:  Texas Open Records Act, V.T.C.S. Article 
6252-17a.) 
 
An employee or his or her representative designated in writing may examine the 
employee’s personnel file upon request during normal working hours at TexAmericas 
Center offices. 
 
When a Supervisor requires access to the personnel file of an employee under his or 
her supervision for the handling of personnel matters, the Supervisor must obtain 
authorization from the Executive Director/CEO or his or her designee. 
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Employees are expected to inform the Office Manager of any changes or corrections 
to information recorded in their individual personnel file such as home address, 
telephone number, person to be notified in case of emergency, or other pertinent 
information. 
  

4-5 Contents of Personnel Files 

An employee’s official personnel file may contain at least the following: 
• An employment record form summarizing the employee’s history with 

TexAmericas Center 
• W2 
• I-9 form 
• A copy of the employee’s application for employment/resume 
• A copy of the employment offer letter and acceptance 
• A copy of TexAmericas Center’s “Employee Code of Ethical Conduct” signed by 

the employee 
• Employee’s job description(s) (if any) 
• Election to disclose or keep confidential home address and home telephone 

number form 
• Personnel Action Forms 
• Records of any citations for excellence, awards for good performance, or job-

related training/education 
• Records of disciplinary action(s) 
• Performance evaluations 
• Copies of any grievances and related materials 
• Any other pertinent information having a bearing on the employee’s status 
• Any written statements from the employee explaining, rebutting, or clarifying 

other items in the file 
 
An employee’s personnel file does not contain information regarding an employee’s 
medical record(s), nor does it contain any information relating to drug testing.  (Legal 
reference:  U.S. Americas with Disabilities Act of 1990.) 

4-6 Leave Records 

Official records of vacation leave and sick leave accrual and of leave usage are kept 
for each employee by the Office Manager or his/her designee.  Leave records are 
updated every pay period.  Leave balances are shown on the official record to reflect 
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any remaining leave to which an employee is entitled. 

4-7 Working Hours and Schedule 

TexAmericas Center normally is open for business from 7:30 am to 4:30 pm, Monday 
through Friday. You will be assigned a work schedule and you will be expected to 
begin and end work according to the schedule. To accommodate the needs of our 
business, at some point we may need to change individual work schedules on either a 
short-term or long-term basis. 

Employees will be provided meal and rest periods as required by law. Your Supervisor 
will provide further details. 

4-8 Professional Development 

TexAmericas Center encourages its employees to take advantage of educational or 
training opportunities and professional memberships that are related to and will 
enhance the performance of the employees work with TexAmericas Center. 

Tuition Reimbursement 

With advance approval of the Executive Director/CEO, full-time employees who enroll 
in accredited courses of instruction that will enhance their job performance at 
TexAmericas Center may be reimbursed for tuition costs upon presenting evidence of 
successful course completion. 
 
In order to be entitled to reimbursement, employees must make a written request 
and receive written approval of the Executive Director/CEO prior to course 
enrollment.  Any employee who receives reimbursement for education and training 
and who voluntarily leaves the employ of TexAmericas Center fewer than 6 months 
after receiving the reimbursement must return the amount received in full.  
TexAmericas Center may deduct any such amounts owed from accrued pay or 
benefits otherwise due to the employee upon termination. 

Professional Memberships and Seminars 

TexAmericas Center encourages membership and active participation by employees 
in appropriate professional organizations when they are judged by the Executive 
Director/CEO to offer special training or information of value to the employee in the 
performance of TexAmericas Center duties.  Memberships and attendance at 
meetings and conferences of professional organizations paid for by TexAmericas 
Center are subject to specific approval by the Executive Director/CEO. 



 

27 

4-9 Timekeeping Procedures 

Employees must record their actual time worked for payroll and benefit purposes. 
Non-exempt employees must record the time work begins and ends, as well as the 
beginning and ending time of any departure from work for any non-work-related 
reason, on forms as prescribed by management. 

Altering, falsifying or tampering with time records is prohibited and subjects the 
employee to discipline, up to and including discharge. 

Exempt employees are required to record their daily work attendance and report full 
days of absence from work for reasons such as leaves of absence, sick leave or 
personal business. 

Non-exempt employees may not start work until their scheduled starting time. 

It is your responsibility to sign your time record to certify the accuracy of all time 
recorded. Any errors in your time record should be reported immediately to your 
Supervisor, who will attempt to correct legitimate errors. 

4-10 Overtime 

Like most successful companies, we experience periods of extremely high activity. 
During these busy periods, additional work is required from all of us. Your Supervisor 
is responsible for monitoring business activity and requesting overtime work if it is 
necessary. Effort will be made to provide you with adequate advance notice in such 
situations. 

Any non-exempt employee who works overtime will be compensated at the rate of 
one and one-half times (1.5) his/her normal hourly wage for all time worked in excess 
of forty (40) hours each week, unless otherwise required by law. 

TexAmericas Center staff who are exempt from the overtime provisions of the Fair 
Labor Standards Act are expected to render necessary and reasonable overtime 
services with no additional compensation.  The salaries of these positions are 
established with this assumption in mind.  This overtime may be used as a factor in 
granting or denying paid leave other than vacation or sick leave.  (Legal reference:  
U.S. Fair Labor Standards Act of 1938, as amended; Garcia v. S.A.M.T.A., U.S. Supreme 
Court, 1985; U.S. Equal Pay Act of 1963.) 

Employees may work overtime only with prior management authorization. 
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For purposes of calculating overtime for non-exempt employees, the work week 
begins at 12 a.m. on Saturday and ends 168 hours later at 12 a.m. on the following 
Saturday. 
 

4-11 Travel Time for Non-Exempt Employees 

Overnight, Out-of-Town Trips 
Non-exempt employees will be compensated for time spent traveling (except for 
meal periods) during their normal working hours, on days they are scheduled to work 
and on unscheduled work days (such as weekends). Non-exempt employees also will 
be paid for any time spent performing job duties during otherwise non-compensable 
travel time; however, such work should be limited absent advance management 
authorization. 
 
Out-of-Town Trips for One Day 
Non-exempt employees who travel out of town for a one-day assignment will be paid 
for all travel time, except for, among other things: (i) time spent traveling between 
the employee’s home and the local railroad, bus or plane terminal; and (ii) meal 
periods. 
 
Local Travel 
Non-exempt employees will be compensated for time spent traveling from one job 
site to another job site during a workday. The trip home, however, is non-
compensable when an employee goes directly home from his/her final job site, unless 
it is much longer than his/her regular commute home from the regular worksite. In 
such case, the portion of the trip home in excess of the regular commute is 
compensable. 
 
Commuting Time 
Under the Portal to Portal Act, travel from home to work and from work to home is 
generally non-compensable. However, if a non-exempt employee regularly reports to 
a worksite near his/her home, but is required to report to a worksite farther away 
than the regular worksite, the additional time spent traveling is compensable.  If 
compensable travel time results in more than 40 hours worked by a non-exempt 
employee, the employee will be compensated at an overtime rate of one and one-
half times the regular rate. 
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4-12 Safe Harbor Policy for Exempt Employees 

It is our policy and practice to accurately compensate employees and to do so in 
compliance with all applicable state and federal laws. To ensure that you are paid 
properly and that no improper deductions are made, you must review your pay stubs 
promptly to identify and report all errors. 

If you are classified as an exempt salaried employee, you will receive a salary which is 
intended to compensate you for all hours you may work for TexAmericas Center. This 
salary will be established at the time of hire or when you become classified as an 
exempt employee. While it may be subject to review and modification from time to 
time, such as during salary review times, the salary will be a predetermined amount 
that will not be subject to deductions for variations in the quantity or quality of the 
work you perform. 

Under federal and state law, your salary is subject to certain deductions. For example, 
unless state law requires otherwise, your salary can be reduced for the following 
reasons: 

• Full-day absences for personal reasons 
• Full-day absences for sickness or disability 
• Full-day disciplinary suspensions for infractions of our written policies and 

procedures 
• To offset amounts received as payment for jury and witness fees or military pay 
• The first or last week of employment in the event you work less than a full 

week 
• Any full work week in which you do not perform any work 

 
Your salary may also be reduced for certain types of deductions such as your portion 
of health, dental or life insurance premiums; state, federal or local taxes; social 
security; or voluntary contributions to a 457(b) or pension plan. 

In any work week in which you performed any work, your salary will not be reduced 
for any of the following reasons: 

• Partial day absences for personal reasons, sickness or disability 
• Your absence on a day because your employer has decided to close a facility on 

a scheduled work day 
• Absences for jury duty, attendance as a witness, or military leave in any week in 

which you have performed any work 
• Any other deductions prohibited by state or federal law. 
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However, unless state law provides otherwise, deductions may be made to your 
accrued leave for full- or partial-day absences for personal reasons, sickness or 
disability. 
 
Exempt employees are expected to complete weekly timesheets. 

If you believe you have been subject to any improper deductions, you should 
immediately report the matter to your Supervisor.  If the Supervisor is unavailable or 
if you believe it would be inappropriate to contact that person (or if you have not 
received a prompt and fully acceptable reply), you should immediately contact 
Controller or any other Supervisor in TexAmericas Center with whom you feel 
comfortable. 

Comp time for full-time exempt employees can be tracked and used at the digression 
of the Executive Director/CEO. 

4-13 Your Paycheck 

You will be paid bi-weekly for all the time you have worked during the past pay 
period. 

Your paystub itemizes deductions made from your gross earnings. By law, 
TexAmericas Center is required to make deductions for Social Security, federal 
income tax and any other appropriate taxes. These required deductions also may 
include any court-ordered garnishments. Your paystub will also differentiate between 
regular pay received and overtime pay received. 

If you believe there is an error in your pay, bring the matter to the attention of the 
Controller immediately so TexAmericas Center can resolve the matter quickly and 
amicably. 

Your paystub will be given only to you, unless you request that it be mailed, or 
authorize in writing another person to accept your paystub for you. 

4-14 Direct Deposit 

TexAmericas Center requires employees to use direct deposit. Authorization forms 
are available from the Office Manager. 
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4-15 Salary Advances 

TexAmericas Center does not permit advances on paychecks or against accrued paid 
time off.  

4-16 Performance Reviews 

Depending on your position and classification, TexAmericas Center endeavors to 
review your performance annually. However, please understand that a positive 
performance evaluation does not guarantee an increase in salary, a promotion, or 
continued employment. Compensation increases and the terms and conditions of 
employment, including job assignments, transfers, promotions, and demotions, are 
determined by and at the discretion of the Executive Director/CEO. 

In addition to these formal performance evaluations, TexAmericas Center encourages 
you and your Supervisor to discuss your job performance on a frequent and ongoing 
basis. 

4-17 Record Retention 

TexAmericas Center acknowledges its responsibility to preserve information relating 
to litigation, audits and investigations. Failure on the part of employees to follow this 
policy can result in possible civil and criminal sanctions against TexAmericas Center 
and its employees and possible disciplinary action against responsible individuals (up 
to and including termination of employment). Each employee has an obligation to 
contact the Executive Director/CEO to inform them of a potential or actual litigation, 
external audit, investigation or similar proceeding involving TexAmericas Center that 
may have an impact on record retention protocols. 

4-18 Employee Suggestions and Training 

Employees are encouraged to make suggestions to their Supervisors for 
improvements that would make the TexAmericas Center a safer or more healthful 
place to work. 
 
A safety training record shall be maintained for each TexAmericas Center employee.  
The Supervisor will ensure each employee’s training record is documented, and each 
employee will acknowledge the training by signing and dating the form. 
 
The Supervisor may hold periodic safety meetings to the benefit of the TexAmericas 
Center.  Subject sources range from, but are not limited to the following:  CD-ROM 
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training aids, Internet correspondence, OSHA manuals, and or public access videos 
available from city libraries, on pre-selected topics pertinent to TexAmericas Center 
activities. 
 
The Supervisor may offer training classes for all employees, using CD-ROM safety 
training discs and other multi-media projection system, and other training aids.  
Individual safety classes may be conducted when coordinated with the Supervisor.  
The Supervisor and or staff personnel can make hard copies of specific CD-ROM safety 
training topics for those employees that do not have access to a CD-ROM device at 
their work site.  Employees are encouraged to promote safety awareness among the 
entire work force. 

Section 5 - Benefits 

5-1 Benefits Overview 

In addition to good working conditions and competitive pay, it is TexAmericas 
Center’s policy to provide a combination of supplemental benefits to all eligible 
employees. In keeping with this goal, each benefit program has been carefully 
devised. These benefits include time-off benefits, such as vacations and holidays, and 
insurance and other plan benefits. We are constantly studying and evaluating our 
benefits programs and policies to better meet your present and future requirements. 
These policies have been developed over the years and continue to be refined to keep 
up with changing times and needs. 

The next few pages contain a brief outline of the benefits programs TexAmericas 
Center provides for you and your family. Of course, the information presented here is 
intended to serve only as guidelines. 

The descriptions of the insurance and other plan benefits merely highlight certain 
aspects of the applicable plans for your general information only. The details of those 
plans are spelled out in the official plan documents, which are available for review 
upon your request from the Office Manager. Additionally, the provisions of the plans, 
including eligibility and benefits provisions, are summarized in the summary plan 
descriptions (”SPDs”) for the plans (which may be revised from time to time). In the 
determination of benefits and all other matters under each plan, the terms of the 
official plan documents shall govern over the language of any descriptions of the 
plans, including the SPDs and this handbook. 
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Further, TexAmericas Center (including the officers and administrators who are 
responsible for administering the plans) retains full discretionary authority to 
interpret the terms of the plans, as well as full discretionary authority with regard to 
administrative matters arising in connection with the plans and all issues concerning 
benefit terms, eligibility and entitlement. 

While TexAmericas Center intends to maintain these employee benefits, it reserves 
the absolute right to modify, amend or terminate these benefits at any time and for 
any reason. 

If you have any questions regarding your benefits, please contact the Office Manager. 

5-2 Holidays 

Full-time employees will be paid for the following holidays: 

New Year’s Day 
Martin Luther King, Jr. Day 

President’s Day 
Good Friday 

Memorial Day 
Independence Day 

Labor Day 
Columbus Day 
Veterans Day 

Thanksgiving Day and following Friday 
Christmas Eve and Christmas Day 

When holidays fall or are celebrated on a regular work day, eligible employees will 
receive one (1) day’s pay at their regular straight-time rate. Eligible employees who 
are called in to work on a holiday will receive one (1) hour of pay at double time for 
each overtime hour worked in excess of 40 hours, and granted an alternate day off for 
the holiday, preferably within the same pay period. 

If a holiday falls within an eligible employee’s approved vacation period, the eligible 
employee will be paid for the holiday (at the regular straight-time rate) and not 
charged for the vacation day.  

If a holiday falls within a jury duty or bereavement leave, the eligible employee will be 
paid for the holiday (at the regular straight-time rate) in addition to the leave day, or 
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that time. 

Dismissal 

All employees are employed at will and, within the limits of state and federal law 
applying to public employment, may at any time during their employment be 
terminated with or without notice, for any reason or no reason. 

As noted previously, all employees are employed at-will and nothing in this handbook 
changes that status. 
 

8-26 Continuation of Group Insurance 

The federal Consolidated Omnibus Reconciliation Act of 1985 (COBRA) provides 
individuals with the option of continuing group health and dental insurance coverage, 
under specified conditions and at the individual’s full expense, beyond the date which 
the insurance would otherwise terminate.  TexAmericas Center Office Manager has 
information regarding the continuation of these benefits. (Legal reference:  U.S. 
COBRA of 1985.) 

8-27 Exit Interview 

Employees who resign are requested to participate in an exit interview with the 
Executive Director/CEO, if possible. 
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• Provides public relations assistance for the wet systems, including providing technical 
responses and water and wastewater education programs.  

• To assist with routine activities in pipeline construction, meter installation and repair 
and general maintenance and repair of transmission and distribution pipelines and 
appurtenances. 

• Excavate mains and operate pneumatic tools. 
• Operate system valves resulting in shutting down mains for required repairs. 
• Identify and repair leaks. 
• Operate light equipment. 
• Assist in the repair and installation of meters. 
• Follow safety standards. 
• Work independently in the absence of on-site supervision. 
• Use and operate hand tools, mechanicals and power tools and other equipment for the 

work in safe and efficient manner. 
• Set up traffic control devices prior to the performance of street activities; direct and 

control traffic around work sites. 
• Build and maintain positive working relationships with co-workers, other employees and 

the public using principles of good customer service. 
• Assists with formulation of standard operating procedures and oversight of Capital 

construction projects.  
• Assures compliance with State, and Federal policies and ordinances.  
• Maintains regular and punctual attendance and working hours.  
• Regularly lifts up to 10 pounds and occasionally lifts up to 60 pounds.  
• Expected to temporarily perform duties outside of normal classification in the event of a 

declared emergency or other exigent circumstances requiring the on-site presence of a 
licensed operator. In the event that an employee is excused from work other than being 
sick, they will be required to report to work under these circumstances.  

• Perform related duties as assigned.  
 

MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM ESSENTIAL FUNCTIONS  
 
A minimum of five years of progressively responsible experience with considerable experience 
in municipal government or industrial utility setting; or any equivalent combination of 
experience and training that provides the required knowledge, skill and abilities.  College 
coursework or degree in applicable subject area is highly desired.  Relevant specialized training 
and certifications are also desirable.  Backhoe, loader, forklift or related material handling 
equipment operation experience also highly desirable. 
 
ABILITIES 
 
Ability to speak English clearly so others can understand you, ability to see details at close range 
(within a few feet of the observer), ability to see details at a distance, ability to identify and 
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understand the speech of another person, ability to listen to and understand information and 
ideas presented through spoken words and sentences.  Able to lift 10-30 pounds regularly.  
Bending, standing for extended periods of time and walking outside on uneven surfaces, 
climbing ladders and working in an industrial environment. 
 
JOB KNOWLEDGE 
 
Knowledge of practices and techniques concerning water and wastewater treatment and plant 
operations; working knowledge of State and Federal regulations relating to water and 
wastewater distribution; thorough knowledge of the operation and care of specialized 
laboratory equipment; thorough knowledge of the elementary principles, practices and 
techniques of chemistry and bacteriology of wastewater treatment; knowledge of research 
methodology and practices; ability to operate a personal computer and handheld personal 
communication/data devices using standard or customized software applications; ability to 
complete work assignments accurately and in a timely fashion with proper attention to detail 
and to provide and follow instructions both verbal and in written form; ability to prepare and 
present accurate and reliable reports containing findings and recommendations; ability to 
exercise sound independent judgment within general policy guidelines.  

 
LANGUAGE SKILLS AND INTERPERSONAL COMMUNITCATION  
 
Requires effective communication skills, the ability to write and speak clearly, distinctly and 
effectively with fellow employees and the general public; read in English and compare 
similarities and differences between words and series of numbers; apply common sense 
understanding to the work process, procedures, programs and services; and to provide and 
follow verbal and written instructions; ability to establish and maintain effective working 
relationships with TexAmericas Center officials, TexAmericas Center staff, business 
representatives, and other governmental agencies.  
 
WORK ENVIRONMENT 
 
Work is performed inside and in an outside environment. Inside there is exposure to high 
equipment noise, chemical fumes, and potential electric and machinery hazards. Field 
conditions outdoors are varying weather conditions, with varying low to high equipment noise; 
walking on changing ground surfaces; and there is some driving in various weather conditions.  
 
SPECIAL REQUIREMENTS 
 
Possession of a class “C” State of Texas Plant Operator’s Certificate and a class “C” State of 
Texas Water Distribution System License.  Possession of a valid Texas driver’s license.  
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I have carefully read and understand the contents of this job description and have been given 
the opportunity to ask my supervisor any questions I have regarding my duties and 
responsibilities as described therein. 
 
 
Employee Signature                                                                                          Date                               
 

TexAmericas Center is an Equal Opportunity Employer. In compliance with the Americans with 
Disabilities Act, TexAmericas Center will provide reasonable accommodations to qualified 
individuals with disabilities and encourages employees and prospective employees to discuss 
needed accommodations with the appropriate TexAmericas Center representatives.  
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UTILITY SYSTEMS MAINTENANCE SUPERVISOR 
POSITION DESCRIPTION 
 
TexAmericas Center (TAC) is a special purpose district of the State of Texas.    The Charter of 
TAC is to promote economic redevelopment of closed and surplus military property in Bowie 
County, TX.  This position will provide key support to the on-going mission of TexAmericas 
Center.   
 
GENERAL DESCRIPTION 
 
The Utility Systems Maintenance Supervisor (USMS) reports to the Water and Wastewater 
Systems Manager and will be responsible for overall operation, maintenance, performance and 
all repairs of all water distribution facilities, wastewater and industrial wastewater collection 
facilities, street repair and construction, all utility-related TexAmericas Center equipment, 
buildings and facilities.  The USMS will also work, on occasion, in coordination with TexAmericas 
Center Director of Operations to perform maintenance on other TexAmericas Center assets.  The 
USMS will be responsible for meeting all permit requirements and compliance with all state and 
federal regulations that apply to these duties. 
 
PRIMARY RESPONSIBILITES 
 

• Supervising a crew or multiple crews engaged in maintenance and construction of water 
and/or wastewater lines and appurtenances.   

• Planning work operations and methods, and assuring the correctness of tasks 
performed by the crew.   

• Perform work independently, with periodic review from Water and Wastewater Systems 
Manager and Deputy Director/COO for results obtained, changes in work methods and 
adherence to TexAmericas Center policies. 

• Clearing and maintaining of rights-of-way and the paving and patching of streets.  
Maintenance of drainage ways and drainage structures.  

• Must be able to respond to emergency situations 24 hours a day/7 days a week. 
• Overall responsibility for the operation of a maintenance shop to store supplies and 

equipment and to repair equipment. 
• Must be familiar with the proper operation of all equipment under their supervision and 

preferably be a skilled heavy equipment operator. 
• Responsible for the safe use and operation of all tools and equipment large and small. 
• Responsible for budget compliance and preparing upcoming budgets. 
• Responsible for the evaluation of the condition of equipment and the recommendation 

for replacement. This includes the overall maintenance of the equipment.  
• Regularly lifts up to 10 pounds and occasionally lifts up to 60 pounds.  
• Expected to temporarily perform duties outside of normal classification in the event of a 

declared emergency or other exigent circumstances requiring the presence of 
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supervisory personnel. In the event that an employee is excused from work other than 
being sick, they will be required to report to work under these circumstances. 

• Other duties as assigned. 
 
MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM ESSENTIAL FUNCTIONS  
 
High school or GED or sufficient education necessary to perform the duties outlined in the job 
description.  More than five years of progressively responsible experience with considerable 
experience in supervision within a municipal government or industrial utility setting; or any 
equivalent combination of experience and training that provides the required knowledge, skill 
and abilities. 
 
As a supervisor, responsible for the direction of staff, safety of the staff and performance 
evaluation of staff.  Must be able to prioritize assignments and directives.  Must be able to 
communicate to upper management by oral or written report on status of programs.  Must be 
able to organize record and keep accurate maintenance and repair records. 
 
ABILITIES 
 
Ability to speak English clearly so others can understand you, ability to see details at close range 
(within a few feet of the observer), ability to see details at a distance, ability to identify and 
understand the speech of another person, ability to listen to and understand information and 
ideas presented through spoken words and sentences.  Able to lift 10-30 pounds regularly.  
Bending, standing for extended periods of time and walking outside on uneven surfaces, 
climbing ladders and working in an industrial environment. 
 
Other abilities include, but are not limited to: 
 
• Considerable knowledge of the materials, methods and techniques used in the construction 

and maintenance of public works facilities and appurtenances. 
• Considerable knowledge and skills of effective supervision. 
• Considerable knowledge of hazards and safety precautions of work activities. 
• Ability to understand and transmit oral and written instructions. 
• Ability to keep records and prepare reports. 
• Considerable knowledge in the safe handling and effective operation of light-duty, earth 

moving equipment. 
 

 LANGUAGE SKILLS AND INTERPERSONAL COMMUNICATION  
 
Requires effective communication skills. Requires the ability to write and speak clearly, 
distinctly and effectively with fellow employees and the general public; read in English and 
compare similarities and differences between words and series of numbers; apply common 
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sense understanding to the work process, procedures, programs and services; and to provide 
and follow verbal and written instructions; ability to establish and maintain effective working 
relationships with TexAmericas Center officials, TexAmericas Center staff, business 
representatives, and other governmental agencies.  
 
WORK ENVIRONMENT 
 
Work is primarily performed in an outdoor environment in all weather conditions.  Duties are 
often performed under adverse and sometimes hazardous conditions. Field conditions include 
varying low to high equipment noise; walking on changing ground surfaces; and there is some 
driving in various weather conditions. Work must be performed in all weather conditions. 
 
SPECIAL REQUIREMENTS 
 
Currently possess or have the aptitude and ability to obtain Class "D" License for both public 
water and wastewater treatment systems in the State of Texas.  Possession of a valid Texas 
driver’s license.  Subject to drug screen at any time and without notice.  Take pre-employment 
and annual physical examinations certifying ability to perform the essential job functions. 
 
 
I have carefully read and understand the contents of this job description and have been given 
the opportunity to ask my supervisor any questions I have regarding my duties and 
responsibilities as described therein. 
 
 
Employee Signature                                                                                          Date                               
 

TexAmericas Center is an Equal Opportunity Employer. In compliance with the Americans with 
Disabilities Act, the TexAmericas Center will provide reasonable accommodations to qualified 
individuals with disabilities and encourages employees and prospective employees to discuss 
needed accommodations with the appropriate TexAmericas Center representatives.  

 
 
 



 

\\sbs2003\rrlra\tac\agenda pkg and minutes\board info 2013\20121127 board meeting\policies to review\job descriptions\utilities maintenance technician - updated 11-2012.docx 

MAINTENANCE TECHNICIAN 
POSITION DESCRIPTION 
 
TexAmericas Center (TAC) is a special purpose district of the State of Texas.  The Charter of TAC 
is to promote economic redevelopment of closed and surplus military property in Bowie 
County, TX.  This position will provide key support to the on-going mission of TexAmericas 
Center.   
 
GENERAL DESCRIPTION 
 
The Maintain Technician will be responsible for various activities in support the wet utility 
systems or general operations of overall organizational facilities. Maintain Technician performs 
manual labor and skilled or semi-skilled work (depending on training and qualifications) in the 
maintenance, operation, repair and construction of the treatment plants, distribution & 
collection systems, or general property maintenance.   
 
PRIMARY RESPONSIBILITES 

 
• The Maintenance Technician (MT) will report to the Water and Wastewater Systems 

Manger (WWSM) or Vice President of Operations through a designated department 
head as may be required to fulfill overall organizational objectives. 

• Works on water crew performing manual labor in installing, repairing and maintaining 
water lines, valves, meters and water taps. 

• Works on sewer crew performing manual labor in installing, repairing and maintaining 
sewer lines, force mains, and manholes. 

• Digs holes and ditches with shovel and other hand tools. 
• Guides equipment operator in the operation of backhoe and trencher to ensure safe 

operation of the equipment and to ensure utility lines are not disturbed 
• Assists in the location of utility lines, including water, sewer, telephone, cable, gas and 

electric lines. 
• Landscapes areas affected by sewer and waterline construction disturbances. 
• Flags traffic in accordance with State regulations. 
• Cleans and maintains tools. 
• Performs daily equipment checks of tools and equipment. 
• Picks up necessary supplies and tools from warehouse or vendors as directed. 
• Responds to emergency calls at all hours. 
• Performs work safely in accordance with departmental safety procedures and operates 

equipment safely.  Reports any unsafe work condition or practice to supervisor. 
• Performs other related and non-related duties as assigned. 
• Makes sure work site is safe and assure the site is clean and neat once field work is 

complete.   
• Accounts for all tools at the end of each repair project. 
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• For skilled or semi skilled technicians (welders, fitters, electricians, plumbers, etc) 
perform these skills as necessary to complete the task at hand in a safe and efficient 
manner. 

 
 
MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM ESSENTIAL FUNCTIONS 
 
High school Graduate or GED; Valid Texas Class "C" Driver's License; Possess or earn a Texas 
Class "D" water and wastewater license within one year from hire date may be required.  Prior 
work experience in an industrial/mechanical/laboratory setting or facility operations highly 
desirable. Operating or working alongside backhoe, loader, forklift or related material handling 
equipment experience is highly desirable.  Skills/certification/license in plumbing, welding, 
electrician, or related maintenance trades is highly desirable. 

 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 
 
Knowledge of basic construction and maintenance techniques and practices concerning water 
and wastewater  operations; Ability to follow oral instructions promptly and accurately; Ability 
to work in disagreeable conditions;  Ability to perform strenuous physical labor; Ability to work 
as an effective team member; Ability to establish and maintain harmonious working 
relationships; Ability to complete projects in a timely manner. 
 
WORK ENVIRONMENT 
 
Work is performed primarily in an outside environment or in industrial plant/shop areas. There 
is exposure to high equipment noise, chemical fumes, and potential electric and machinery 
hazards. Field conditions outdoors are varying weather conditions, with varying low to high 
equipment noise; walking on changing ground surfaces; and there is some driving in various 
weather conditions. 
 
I have carefully read and understand the contents of this job description and have been given 
the opportunity to ask my supervisor any questions I have regarding my duties and 
responsibilities as described therein. 
 
 
Employee Signature                                                                                          Date                               
 

TexAmericas Center is an Equal Opportunity Employer. In compliance with the Americans with 
Disabilities Act, TexAmericas Center will provide reasonable accommodations to qualified 
individuals with disabilities and encourages employees and prospective employees to discuss 
needed accommodations with the appropriate TexAmericas Center representatives. 
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EQUIPMENT OPERATOR 
POSITION DESCRIPTION 
 
TexAmericas Center (TAC) is a special purpose district of the State of Texas.    The Charter of 
TAC is to promote economic redevelopment of closed and surplus military property in Bowie 
County, TX.  This position will provide key support to the on-going mission of TexAmericas 
Center.   
 
GENERAL DESCRIPTION 
 
The Equipment Operator (EO) reports to the Water and Wastewater Systems Manager and will 
be responsible for operating equipment including but not limited to track-hoe, backhoe, 
trenchers, bore machines, loaders and haul trucks.  Operation of dozers, graders and similar 
heavy equipment is preferred.  The EO will have responsibility for coordinating maintenance 
TexAmericas Center equipment in support of the Vice President of Operations.  In addition, the 
EO will work, on occasion, in coordination with TexAmericas Center Vice President of 
Operations to perform maintenance on other TexAmericas Center properties.  The EO must 
operate the equipment safely using best practices and in accordance with TexAmericas Center 
safety procedures.  Operator's licenses and certifications required where appropriate.  
 
THE EQUIPMENT OPERATOR 
 

• Responsible for the maintenance and upkeep of the equipment operated. 
• Train an appropriate person to be responsible for the job site and paperwork, in the 

event of your absence. 
• Performs equipment maintenance and condition with each use and reports to 

maintenance shop any needs. 
• Verify work orders. 
• Responds to emergency calls at all hours. 
• Performs related and non-related duties as assigned. 
• Responsible for conduct, appearance, and performance of crew. 
• Performs work safely in accordance with departmental safety procedures, operates 

equipment safely and reports unsafe working conditions or practices to supervisor. 
• Trains and assists crew in the installation, repair and maintenance of our distribution 

and collection systems. 
• Regularly lifts up to 10 pounds and occasionally lifts up to 60 pounds.  
• Expected to temporarily perform duties outside of normal classification in the event of a 

declared emergency or other exigent circumstances requiring the presence of an 
equipment operator. In the event that an employee is excused from work other than 
being sick, they will be required to report to work under these circumstances. 

• Other duties as assigned. 
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MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM ESSENTIAL FUNCTIONS  

High school or GED or sufficient education necessary to perform the duties outlined in the job 
description.  Minimum of five years of progressively responsible experience with considerable 
experience in operating more than one equipment type.  Have a valid CDL and demonstrable 
safety record.  Preferred experience in water and wastewater line installation and replacement. 
 
JOB LOCATION AND EQUIPMENT 
 
Duties are performed outdoors in all weather conditions.  Duties are often performed under 
adverse and sometimes hazardous conditions.  Supervises and performs manual labor utilizing 
hand tools and heavy equipment as required.  Drives and operates company vehicles and 
equipment and on job sites as needed. 
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 
 

• Knowledge of construction techniques in excavation on grade, trenching, pipe 
installation and repairs. 

• Must be able to operate all equipment safely. 
• Ability to follow and communicate oral instructions. 
• Ability to read and follow plans. 
• Ability to work in adverse conditions. 
• Ability to perform strenuous physical labor. 
• Must be able to work as a team leader. 
• Ability to establish and maintain harmonious working relationships. 

 
LANGUAGE SKILLS AND INTERPERSONAL COMMUNICATION  
 
Requires effective communication skills. Requires the ability to write and speak clearly, 
distinctly and effectively with fellow employees and the general public; read in English and 
compare similarities and differences between words and series of numbers; apply common 
sense understanding to the work process, procedures, programs and services; and to provide 
and follow verbal and written instructions; ability to establish and maintain effective working 
relationships with TexAmericas Center officials, TexAmericas Center Staff, business 
representatives, and other governmental agencies.  
 
WORK ENVIRONMENT 
 
Work is performed in an outdoor environment in all weather conditions. Duties are often 
performed under adverse and sometimes hazardous conditions.  Field conditions include low to 
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high equipment noise; walking on changing ground surfaces; and there is some driving in 
various weather conditions.  
 
SPECIAL REQUIREMENTS 
 
Possess and maintain a valid Texas Class "C" and CDL driver's license.  Subject to drug screen at 
any time and without notice.  Take pre-employment and annual physical examinations 
certifying ability to perform the essential job functions.  
 
I have carefully read and understand the contents of this job description and have been given 
the opportunity to ask my supervisor any questions I have regarding my duties and 
responsibilities as described therein. 
 
 
Employee Signature                                                                                          Date                               
 

TexAmericas Center is an Equal Opportunity Employer. In compliance with the Americans with 
Disabilities Act, TexAmericas Center will provide reasonable accommodations to qualified 
individuals with disabilities and encourages employees and prospective employees to discuss 
needed accommodations with the appropriate TexAmericas Center representatives.  
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LICENSED ELECTRICIAN AND INSTRUMENTATION  
POSITION DESCRIPTION 
 
TexAmericas Center (TAC) is a special purpose district of the State of Texas.    The Charter of TAC is to 
promote economic redevelopment of closed and surplus military property in Bowie County, TX.  This 
position will provide key support to the on-going mission of TexAmericas Center.   

GENERAL DESCRIPTION 

Responsible for maintaining, troubleshooting, repair, installation and construction of industrial 
electrical equipment and instrumentation systems found in an industrial or commercial environment 
through the proper use of standard wire, conduit, fittings and hardware commonly found in industrial 
plants and instrumentation systems. 

ESSENTIAL FUNCTIONS AND TASKS 
 

• Reports to Water/Wastewater Systems Manager.  
• Reads and understands conduit drawings, schematics, drawings, and specifications.  
• Responsible for use and care of the tools and equipment commonly employed in industrial 

construction such as hydraulic/electric benders, knockout punch sets, cable puller, meggers, hi-
pot equipment, volt meters, multi-testers and ammeters.  

• Able to set and coordinate over-current protective devices, size feeder circuits and work on 
systems up to and including 5000 Volts.  

• Bend, cut, thread and install conduit.  
• Install and terminate wiring.  
• Check out and troubleshoot simple electric circuits and electrical devices and machinery and 

instrumentation.  
• Accountable for testing, troubleshooting, and setting, calibrating power distribution systems, 

while working with protective relaying and motor control circuits. 
• Other duties as assigned. 

 
KNOWLEDGE SKILLS AND ABILITIES 
 

• Possesses current knowledge of Journeyman Electrician  
• Basic understanding of electrical circuits including the operation and function of typical 

electrical devices and machinery such as solenoids, relays, motors, transformers, switches, 
motor control centers, generators, batteries and lighting systems.  

• Basic understanding of instrumentation systems as they relate to municipal utility systems such 
as lift station controls, water plant instrumentation and SCADA controls. 

• Possess thorough knowledge of the National Electric Code.  
• Review work orders and discuss work with site manager(s)  
• Advise on work performed, general equipment condition and future repair requirements 

including report writing  
• General cleanup and site maintenance  
• Install / maintain electrical equipment  
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• Other duties as assigned  
• Must possess good knowledge of pumps and motor repair and maintenance 
• Demonstrated ability to create and maintain a safe working environment  
• Demonstrated ability to work well in a multidiscipline team environment  
• Welding and fabrication skills a plus  
• Good interpersonal communication skills  

 
PHYSICAL DEMANDS 
 

• The position requires basic mental and visual attention much or all of the time.  
• Nature of work requires lifting or moving medium weight (over 20 and up to 75 pounds).  
• Flow of work and character of duties require average manual coordination.  
• Flow of work and character of duties require high range of motion.  
• Performance of duties allows for variation in positioning and tasks.  
• Assignments require frequent repetitive motion.  
• Performance of duties occasionally involves exposure to hazardous materials.  
• Performance of duties may require the ability to discern sharp from dull and hot from cold. 

 
QUALIFICATIONS 
 

• Possess a State of Texas Journeyman Electricians License. 
• High school diploma or equivalent preferred.  
• Hazardous Materials training.  
• Have the ability to understand and speak English at a level which allows the safe and efficient 

performance of the job.  
• Demonstrate ability to utilize supplies, tools and equipment properly.  
• Able to follow instructions provided verbally and in writing.  
• Must be responsible, organized, self-motivated, & friendly.  
• Must be flexible, cooperative & willing to work in a team environment with staff.  
• Candidates must pass a pre-employment drug screen and may be subject to unannounced drug 

tests. 
 
WORK CONDITIONS 
 

• The noise level in the work environment is frequently loud.  
• The employee has a greater than average risk of getting a minor injury such as a cut or burn 

while performing the duties of this job.  
• Working conditions may include continuous exposure to elements such as odor, noise, dust, 

chemicals, temperature extremes or airborne pathogens.  
• Work location can be in a remote area with limited communication.  
• Must be available on an emergency basis. 
• The employee occasionally will be working in temperatures about 100 degrees and will be 

walking on slippery surfaces.  
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SALARY AND BENEFITS 
Salary commensurate with qualifications.  Health, Vision, Dental, and Life for employee are provided.  
Family benefits are reasonably priced.   Generous 457(b) and leave package are available after 6 month 
vesting period.   

 

I have carefully read and understand the contents of this job description and have been given the 
opportunity to ask my supervisor any questions I have regarding my duties and responsibilities as 
described therein. 
 
Employee Signature                                                                                          Date        
                        
TexAmericas Center (TAC) is an Equal Opportunity Employer. In compliance with the Americans with 
Disabilities Act, the TAC will provide reasonable accommodations to qualified individuals with 
disabilities and encourages employees and prospective employees to discuss needed accommodations 
with the appropriate TAC representatives.  
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GENERAL LABORER 
POSITION DESCRIPTION 
 
TexAmericas Center (TAC) is a special purpose district of the State of Texas.  The Charter of TAC is to 
promote economic redevelopment of closed and surplus military property in Bowie County, TX.  This 
position will provide key support to the on-going mission of TexAmericas Center.   
 
GENERAL DESCRIPTION 
 
The Laborer will report to the Water and Wastewater Systems Manger (WWSM) or the Vice 
President of Operations through a designated plant or maintenance department head as may be 
required to fulfill overall labor needs.  The Laborer will be responsible for various activities in 
support of the water treatment plant, wastewater treatment plant and the industrial wastewater 
treatment plant operations. The Laborer performs manual labor and learns to perform semi-skilled 
work in the maintenance, operation, repair and construction of the treatment plants, distribution 
and collection systems, or in general operations.  Duties are performed under the direct supervision 
of a plant operator, maintenance technician, or other supervisor. 
 
PRIMARY RESPONSIBLITIES 
 

• Works on water crew learning to perform manual labor in installing, repairing and 
maintaining water lines, valves, meters, pumps and water taps. 

• Works on sewer crew learning to perform manual labor in installing, repairing and 
maintaining sewer lines, force mains, lift stations and manholes. 

• Provides manual labor to clean drying beds, repair fence, move product, repair tractors. 
• Digs holes and ditches with shovel and other hand tools. 
• Cleans and maintains tools, sampling equipment and lab equipment. 
• Responsible for keeping site and grounds at plants clean and neat. 
• Performs daily equipment checks. 
• Picks up necessary supplies and tools from warehouse or vendors as directed. 
• Responds to emergency calls at all hours. 
• Performs work safely in accordance with departmental safety procedures and operates 

equipment safely.  Reports any unsafe work condition or practice to supervisor. 
• Performs other related and non-related duties as assigned. 

 
MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM ESSENTIAL FUNCTIONS 
 
High school Graduate or GED; Valid Texas Class "C" Driver's License;  May be required to possess or 
earn a Texas Class "D" water and wastewater license within one year from hire date.  Prior work 
experience in an industrial/mechanical or laboratory setting highly desirable. Operating or working 
alongside backhoe, loader, forklift or related material handling equipment experience also highly 
desirable. 
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REQUIRED SKILLS/KNOWLEDGE AND ABILITIES 
 
Knowledge of basic construction and maintenance techniques and practices concerning water and 
wastewater and/or general maintenance operations; Ability to follow oral instructions promptly and 
accurately; Ability to work in disagreeable conditions; Ability to perform strenuous physical labor; 
Ability to work as an effective team member;    Ability to establish and maintain harmonious working 
relationships; Ability to complete projects in a timely manner. 
 
WORK ENVIRONMENT 
 
Work is performed primarily in an outside environment or in industrial plant/shop areas. There is 
exposure to high equipment noise, chemical fumes, and potential electric and machinery hazards. 
Field conditions outdoors are varying weather conditions, with varying low to high equipment noise; 
walking on changing ground surfaces; and there is some driving in various weather conditions. 
 
SPECIAL REQUIREMENTS 
 
Aptitude and ability to obtain both Class “D” licenses in water and wastewater public operations 
within one year may be required.  Possession of a valid Texas driver’s license.  Subject to drug screen 
at any time and without notice.  Take pre-employment and annual physical examinations certifying 
ability to perform the essential job functions.  
 
I have carefully read and understand the contents of this job description and have been given the 
opportunity to ask my supervisor any questions I have regarding my duties and responsibilities as 
described therein. 
 
 
Employee Signature                                                                                          Date                               
 

TexAmericas Center is an Equal Opportunity Employer. In compliance with the Americans with 
Disabilities Act, TexAmericas Center will provide reasonable accommodations to qualified individuals 
with disabilities and encourages employees and prospective employees to discuss needed 
accommodations with the appropriate TexAmericas Center representatives.  

 



 
DEMOLITION / ABATEMENT SUPERVISOR 
POSITION DESCRIPTION 
 
TexAmericas Center is a special purpose municipal subdivision of the State of Texas.  The Charter of the TAC is 
to promote economic redevelopment of closed and surplus military property in Bowie County, TX.  TAC 
currently owns over 12,000 acres of land that requires maintenance and repair and operates the water, 
wastewater and industrial wastewater distribution, collection and treatment systems that serve a 52 square 
mile area and includes service to Lone Star Army Ammunition Plant, Red River Army Depot and TexAmericas 
Center.  This position will provide key support to the on-going operations and support the broader mission of 
TexAmericas Center. 
 
GENERAL DESCRIPTION 
 

• The Demolition / Abatement Supervisor will report to the VP of Operations.  The Demolition / 
Abatement Supervisor will be responsible for various activities in support of the abatement, 
deconstruction, maintenance and operations of TexAmericas Center buildings and facilities. The 
Demolition / Abatement Supervisor performs and coordinates activities of workers engaged in 
demolition and deconstruction of buildings, removing asbestos, mold and lead paint from ceilings, 
walls, beams, boilers, floors, piping and other structures following hazardous waste handling 
guidelines. 

 
PRIMARY RESPONSIBILITIES: 
 

• Reviews job specifications, inspects work site, and confers with demo / abatement workers to 
evaluate removal of building materials and hazardous materials. 

• Instructs workers in equipment operation, proper safety and removal procedures. 
• Assigns and supervises workers in specific tasks, such as setup of equipment and removal and clean-

up of asbestos, lead based paint and mold. 
• Monitors and inspects quality of work during demolition / deconstruction operations. 
• Examines workers’ equipment, such as respirator systems, air evacuation and filtration systems, and 

air quality testing devices, to ensure that they meet organization and government safety standards. 
• Maintains project records and orders supplies. 
• Responsible for following site-specific health and safety protocols, such as spill contingency plans, air 

monitoring and methods for loading and transporting materials and hazardous waste. 
• Maintain, write, and revise quality-assurance documentation and procedures.  
• Prepare hazardous waste manifests and land disposal restriction notifications for TAC.  
• Assist workers in removal activities. 
• Corrects any unsafe work condition or practice. 
• Performs other related and non-related duties as assigned. 

 
 
MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM ESSENTIAL FUNCTIONS 
 
High school Graduate or GED; Bachelor’s degree, preferred in Environmental Science, Construction 
Management, Engineering or other related fields. Valid Texas Class "C" Driver's License;  40 hour HAZWOPER 
Certificate.  Asbestos Supervisor Certificate.  Asbestos Worker Certified Training and Air Monitoring Training .  



 
Prior work experience as an abatement supervisor highly desirable. Training in lead based paint / mold 
removal a plus. 
 
Required Knowledge, Skills and Abilities 
 
Knowledge of basic construction, engineering, equipment and practices concerning asbestos / lead based 
paint removal.  Knowledge of federal and state regulations pertaining to hazardous material removal and 
disposal.   Ability to operate construction equipment & tools.   Ability to lift 50 lbs unaided, stand and climb 
on ladders, roofs and uneven / unstable surfaces.  Strong written and oral communication skills, 
editing/document layout using Microsoft Office / Adobe products; Ability to lead a group of 4 employees; 
Ability to manage numerous projects and adjust to difficulties that arise; Ability to work as an effective team 
member;  Ability to establish and maintain harmonious working relationships; Ability to complete projects in 
a timely manner. 
 
Work Environment  
 
Work is performed primarily in an outside environment or in industrial building areas. There is exposure to 
high equipment noise, chemical fumes, and potential electric and machinery hazards. Field conditions 
outdoors are varying weather conditions, with varying low to high equipment noise; walking on changing 
ground surfaces; and there is some driving in various weather conditions. 
 
Special Requirements  
 
Aptitude and ability to complete Asbestos Supervisor Training, Asbestos Worker Certified Training and Air 
Monitoring Training.  40 hour HAZWOPER Training.  Possession of a valid Texas driver’s license.  Subject to 
drug screen at any time and without notice.  Take pre-employment and annual physical examinations 
certifying ability to perform the essential job functions.  
 
I have carefully read and understand the contents of this job description and have been given 
the opportunity to ask my supervisor any questions I have regarding my duties and 
responsibilities as described therein. 
 
 
Employee Signature                                                                                          Date                               
 

TexAmericas Center is an Equal Opportunity Employer. In compliance with the Americans with 
Disabilities Act, TexAmericas Center will provide reasonable accommodations to qualified individuals 
with disabilities and encourages employees and prospective employees to discuss needed 
accommodations with the appropriate TexAmericas Center representatives.  
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DEMOLITION / ABATEMENT WORKER 
POSITION DESCRIPTION 
 
TexAmericas Center is a special purpose municipal subdivision of the State of Texas.  The Charter of the TAC is 
to promote economic redevelopment of closed and surplus military property in Bowie County, TX.  TAC 
currently owns over 12,000 acres of land that requires maintenance and repair of buildings and operates the 
water, wastewater and industrial wastewater distribution, collection and treatment systems that serve a 52 
square mile area and includes service to Red River Army Depot and TexAmericas Center.  This position will 
provide key support to the on-going operations and support the broader mission of TexAmericas Center. 
 
GENERAL DESCRIPTION 
 

• The Demolition / Abatement Worker will report to the VP of Operations through a designated 
maintenance department head as may be required to fulfill overall labor needs.  The Demolition / 
Abatement Worker will be responsible for various activities in support of the abatement, 
deconstruction, maintenance and operations of TexAmericas Center buildings and facilities. The 
Demolition / Abatement Worker performs manual labor to aid in demolition and deconstruction of 
buildings.  The worker also learns to perform semi-skilled work to remove asbestos, mold and lead 
based paint from ceilings, walls, beams, boilers, piping and other structures, following hazardous 
waste handling guidelines:  

 
The Demolition / Abatement Worker job duties may require some or all of the following: 
 

• Assembles scaffolding and seals off work area, using plastic sheeting and duct tape. 
• Positions mobile decontamination unit or portable showers at entrance of work area. 
• Positions portable air evacuation and filtration system inside work area. 
• Positions portable air evacuation and filtration system inside work area. 
• Cuts and scrapes asbestos, mold or paint from surfaces, using knife and scraper. 
• Assists in demolition and deconstruction activities of buildings 
• Shovels asbestos, mold or paint into plastic disposal bags and seals bags, using duct tape. 
• Cleans work area of loose asbestos, mold or paint, using vacuum, broom, and dust pan. 
• Places asbestos, mold or paint in disposal bags and seals bags, using duct tape, loads bags into truck. 
• Cleans and maintains tools, sampling equipment and lab equipment. 
• Responsible for keeping site and grounds clean and neat. 
• Performs daily equipment checks. 
• Picks up necessary supplies and tools from warehouse as directed. 
• Loads and unloads scrap materials into trucks and roll off boxes. 
• Performs work safely in accordance with departmental safety procedures and operates equipment 

safely.  Reports any unsafe work condition or practice to supervisor. 
• Performs other related and non-related duties as assigned. 

 
MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM ESSENTIAL FUNCTIONS 
 
High school Graduate or GED; Valid Texas Class "C" Driver's License;  40 hour HAZWOPER Certificate.  Prior 
work experience in an industrial/mechanical or asbestos ,mold or lead based paint abatement / removal 
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setting highly desirable. Operating or working alongside backhoe, forklift or related material handling 
equipment experience also highly desirable. 
 
Required Knowledge, Skills and Abilities 

 
Knowledge of basic construction and maintenance techniques and practices concerning asbestos, mold or 
lead based paint removal or demolition and deconstruction operations; Ability to use cutting torches.  Ability 
to operate construction equipment & tools.  Ability to lift 50 lbs unaided, stand and climb on ladders, roofs 
and uneven / unstable surfaces.   Ability to follow oral instructions promptly and accurately; Ability to work in 
disagreeable conditions; Ability to perform strenuous physical labor; Ability to work as an effective team 
member;    Ability to establish and maintain harmonious working relationships; Ability to complete projects in 
a timely manner. 
 
Work Environment  
 
Work is performed primarily in an outside environment or in industrial building areas. There is exposure to 
high equipment noise, chemical fumes, and potential electric and machinery hazards. Field conditions 
outdoors are varying weather conditions, with varying low to high equipment noise; walking on changing 
ground surfaces; and there is some driving in various weather conditions. 
 
Special Requirements  
 
Aptitude and ability to complete both Asbestos Worker Certified Training and Air Monitoring Training.  40 
hour HAZWOPER Certificate.  Possession of a valid Texas driver’s license.  Subject to drug screen at any time 
and without notice.  Take pre-employment and annual physical examinations certifying ability to perform the 
essential job functions.  
 
I have carefully read and understand the contents of this job description and have been given 
the opportunity to ask my supervisor any questions I have regarding my duties and 
responsibilities as described therein. 
 
 
Employee Signature                                                                                          Date                               
 

TexAmericas Center is an Equal Opportunity Employer. In compliance with the Americans with 
Disabilities Act, TexAmericas Center will provide reasonable accommodations to qualified individuals 
with disabilities and encourages employees and prospective employees to discuss needed 
accommodations with the appropriate TexAmericas Center representatives.  

 



 

 

CUSTODIAN / JANITOR 
POSITION DESCRIPTION 
 
TexAmericas Center is a special purpose political subdivision of the State of Texas.  The Charter of the TAC is 
to promote economic redevelopment of closed and surplus military property in Bowie County, TX.  TAC 
currently owns over 12,000 acres of land that requires maintenance and repair of buildings and operates the 
water, wastewater and industrial wastewater distribution, collection and treatment systems that serve a 52 
square mile area and includes service to Red River Army Depot and TexAmericas Center.  This position will 
provide key support to the on-going operations and support the broader mission of TexAmericas Center. 
 
GENERAL DESCRIPTION 
 

• The Custodian / Janitor will report to the Vice President of Operations to fulfill overall labor needs.  
The Custodian / Janitor will be responsible for various activities in support of the cleaning of 
TexAmericas Center buildings and facilities. The Custodian / Janitor performs manual labor to aid in 
cleaning of buildings in order to provide a clean, orderly and safe environment.  The worker also 
learns to perform semi-skilled work to clean and maintain the following: ceilings, walls, beams, floors, 
cabinets, sinks, furniture, windows and other structures, following standard operating procedures.  
The position may be classified as variable part time hourly or as full time hourly at the discretion of 
the TexAmericas Center Executive Director. 
 

The Custodian / Janitor job duties may require some or all of the following: 
 

• Clean restrooms and fills dispensers. 
• Sweep and mop all concrete and tile floors in buildings. 
• Vacuums, spot cleans, and/or shampoos rugs and carpets, using commercial-type vacuum cleaners 

and shampooing equipment. 
• Empty all trash cans, collect and place in dumpster. 
• Consolidate all recycle containers into one location for pickup. 
• Clean and dust furniture in lobby, cubicle and office areas. 
• Clean entry door glass, sweep front porch. 
• Cleans all interior and exterior windows. 
• Dusts and / or polishes all surfaces, door frames, pictures on walls and window sills. 
• Clean Kitchen countertops and sink. 
• Wash dishes or utensils as required. 
• Polish Conference room table. 
• Performs work safely and operates equipment in accordance with departmental safety procedures.  
• Performs other related and non-related duties as assigned. 

 
MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM ESSENTIAL FUNCTIONS 
 
One year of custodial experience; OR, Any equivalent combination of experience and/or education from 
which comparable knowledge, skills, and abilities have been achieved.  Prior custodial and commercial 
cleaning in an office setting preferred. 
 
  



 

 

Required Knowledge, Skills and Abilities 

Knowledge of cleaning, maintaining and preserving a variety of surfaces; Ability to operate cleaning 
equipment.  Ability to use cleaning products according to state and federal regulations.  Ability to lift 50 lbs. 
unaided.  Ability to stand and climb on ladders.   Ability to follow oral and written instructions promptly and 
accurately.  Ability to work alone.  Ability to complete tasks on time and in a safe manner. 
 
Work Environment  
 
Work is performed primarily in an indoor environment or in a commercial building area.  Working in a dirty 
environment with restricted movement.  Must be able to work safely in an environment containing cleaning 
materials, dust and noise. 
 
Special Requirements  
 
Possession of a valid Texas Class “C” driver’s license.  Subject to drug screen at any time and without notice.  
Take pre-employment and annual physical examinations certifying ability to perform the essential job 
functions.  
 
I have carefully read and understand the contents of this job description and have been given 
the opportunity to ask my supervisor any questions I have regarding my duties and 
responsibilities as described therein. 
 
 
Employee Signature                                                                                          Date                               
 

TexAmericas Center is an Equal Opportunity Employer. In compliance with the Americans with 
Disabilities Act, TexAmericas Center will provide reasonable accommodations to qualified individuals 
with disabilities and encourages employees and prospective employees to discuss needed 
accommodations with the appropriate TexAmericas Center representatives.  
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General Personnel Policy Manual Acknowledgment 

This Personnel Policy manual is an important document intended to help you become 
acquainted with TexAmericas Center. This document is intended to provide guidelines 
and general descriptions only; it is not the final word in all cases. Individual 
circumstances may call for individual attention. 

Because TexAmericas Center’s operations may change, the contents of this Policy may 
be changed at any time, with or without notice, in an individual case or generally, at 
the sole discretion of management. 

Please read the following statements and sign below to indicate your receipt and 
acknowledgment of this Personnel Policy Manual. 

I have received and read a copy of TexAmericas Center’s Personnel Policy 
Manual. I understand that the policies, rules and benefits described in it are 
subject to change at the sole discretion of TexAmericas Center at any time. 

I further understand that my employment is terminable at will, either by 
myself or TexAmericas Center, with or without cause or notice, regardless of 
the length of my employment or the granting of benefits of any kind. 

I understand that no contract of employment other than “at will” has been 
expressed or implied, and that no circumstances arising out of my 
employment will alter my “at will” status except an express written 
agreement signed by Executive Director/CEO. I understand that my signature 
below indicates that I have read and understand the above statements and 
that I have received a copy of TexAmericas Center’s Personnel Policy Manual. 

Employee’s Printed Name: ____________________ Position: ___________________ 

Employee’s Signature: _______________________ Date: ___________________ 

The signed original copy of this acknowledgment should be given to the Office 
Manager - it will be filed in your personnel file.
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Receipt of Sexual Harassment Policy 

It is TexAmericas Center’s policy to prohibit harassment of any employee by any 
Supervisor, employee, customer or vendor on the basis of sex or gender. The 
purpose of this policy is not to regulate personal morality within TexAmericas 
Center. It is to ensure that at TexAmericas Center all employees are free from 
sexual harassment. While it is not easy to define precisely what types of conduct 
could constitute sexual harassment, examples of prohibited behavior include 
unwelcome sexual advances, requests for sexual favors, obscene gestures, 
displaying sexually graphic magazines, calendars or posters, sending sexually 
explicit e-mails, text messages and other verbal or physical conduct of a sexual 
nature, such as uninvited touching of a sexual nature or sexually related comments. 
Depending upon the circumstances, improper conduct also can include sexual 
joking, vulgar or offensive conversation or jokes, commenting about an employee’s 
physical appearance, conversation about your own or someone else’s sex life, or 
teasing or other conduct directed toward a person because of his or her gender 
which is sufficiently severe or pervasive to create an unprofessional and hostile 
working environment. 

If you feel that you have been subjected to conduct which violates this policy, you 
should immediately report the matter to your Supervisor. If you are unable for any 
reason to contact this person, or if you have not received a satisfactory response 
within five (5) business days after reporting any incident of what you perceive to be 
harassment, please contact the Executive Director/CEO. Every report of perceived 
harassment will be fully investigated and corrective action will be taken where 
appropriate. Violation of this policy will result in disciplinary action, up to and 
including discharge. All complaints will be kept confidential to the extent possible, 
but confidentiality cannot be guaranteed. In addition, TexAmericas Center will not 
allow any form of retaliation against individuals who report unwelcome conduct to 
management or who cooperate in the investigations of such reports in accordance 
with this policy. Employees who make complaints in bad faith may be subject to 
disciplinary action, up to and including discharge. 

I have read and I understand TexAmericas Center’s Sexual Harassment Policy. 

Employee’s Printed Name: ____________________ Position: ___________________ 

Employee’s Signature: _______________________ Date: ___________________ 

The signed original copy of this receipt should be given to the Office Manager - it will be filed 
in your personnel file. 
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Receipt of Non-Harassment Policy 

It is TexAmericas Center’s policy to prohibit intentional and unintentional 
harassment of any individual by another person on the basis of any protected 
classification including, but not limited to, race, color, national origin, 
disability, religion, marital status, sexual orientation or age. The purpose of 
this policy is not to regulate our employees’ personal morality, but to ensure 
that in the workplace, no one harasses another individual. 

If you feel that you have been subjected to conduct which violates this policy, 
you should immediately report the matter to your Supervisor. If you are 
unable for any reason to contact this person, or if you have not received a 
satisfactory response within five (5) business days after reporting any 
incident of what you perceive to be harassment, please contact the Executive 
Director/CEO. Every report of perceived harassment will be fully investigated 
and corrective action will be taken where appropriate. Violation of this policy 
will result in disciplinary action, up to and including discharge. All complaints 
will be kept confidential to the extent possible, but confidentiality cannot be 
guaranteed. In addition, TexAmericas Center will not allow any form of 
retaliation against individuals who report unwelcome conduct to 
management or who cooperate in the investigations of such reports in 
accordance with this policy. Employees who make complaints in bad faith 
may be subject to disciplinary action, up to and including discharge. 

Employee’s Printed Name: ____________________ Position: ___________________ 

Employee’s Signature: _______________________ Date: ___________________ 

The signed original copy of this receipt should be given to Office Manager - it will be 
filed in your personnel file. 
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